CALIFORNIA
OLUNTEERS

Creati n g YO u r Office of the Governor
Volunteer
Certificates

A quick tutorial on how to efficiently insert your
volunteer data using the mail merge function



To complete this task without
iInputting each volunteers’ name
manually, we will be using the
“Mail Merge” Function with
Microsoft Word and Excel. In
order to do this you will need an
Excel spreadsheet of your
volunteers’ names first.



What you will need:

CV Certificate Attached

You can choose to download any .

based on preference P l €as€ N Ote'
Volunteer Names Template” |1 YOU have trouble editing or
Excel Document Attached accessing any of these

attached documents, please

see the next slide. If not, skip
Microsoft Word to Part

Microsoft Excel



Troubleshooting: What To Do If...

Your document says it is "Read Only" If neither one of these work, or
Make sure the document is fully downloaded. additional problems arise please feel
There should be an "Enable Editing" bar that free to reach out to a member of the
pops up at the top. Click this and you should be  California Volunteers Team and we will
able to edit the document be more than happy to assist you :)

When downloading the documents, your Excel sheet
and/or Certificate reads "Merge Data not found"

If either attached documents have this pop-up, click any of the options that
mention deleting Mail Merge data. We want to make sure these are seperate
documents that we will connect to Mail Merge later in the process. If this
continues to be a problem, create your own separate Excel spreadsheet with
identical fields and colums to the "Volunteer Names Template" spreadsheet.



Part 1: How to Create
your Excel Spreadsheet

Step 1
Open the “Volunteer Names Template”
Excel spreadsheet attached.

Step 2
Insert your data into the columns
“Volunteer Name” “Clinic/Org Name”™

and “Date”

NOTE: Instead of manually typing your “Clinic/Org Name”
for the entire column, highlight and click Ctrl + Enter. You
can also repeat this process for the “Date” column.

Once your Excel spreadsheet is fully filled out, Save
your progress and continue to Part 2.
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Part 2: How to Create Exame!we Screenshots

Home Insert Layout References Mailings Review View P ¥* Share I Comments
i G A =L =L E= LFind ~ &
| J ® |j1:| | [HeveticaNewe |11 A K R K | IE-iS-E- |2 = 2L | ameocer asBbeer AaBbC AsBbce AAk *] | & Repiace @ & Iﬁ
LB < ) P "
P“:'e & B JT U+vax x¥x - #A- E| === |AH6-H-~ TMormal 1Mo Spac.. Heading1 Heading 2 Title v I select Dictate Se""-t"'"ty Editor TI‘::
Cliphoard 13 Font ] Paragraph ] Styles =] Editing Vaice Sensitivity i

> S CALIFORNIA

© Ly - 4 (€ .'
w J‘h 3 "“-'il-‘"l‘

ﬁgééggégégv

]
A
t‘-\.
S0 Forn't

Turn
Volunteer

' CERTIFICATE

of APPRECIATION

o
(4 ﬂ{;‘

Open the word file version of the
Step 1 certificate that you desire to distribute.
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Click *Mailings™ in the menu toolbar at
the top of the page
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Click “OK” when the “Select Table” T === e
Step 5 screen pops up. (this may not happen
ep on your screen, that is OK)

please see next slide for clarifications on &= L2
other pop- up options



Other Pop-Up Options

Option 1

f you get a pop-up that asks if the file you are
trying to merge Is from a trusted source — Click
CCOk?D

Option 2

If a pop-up box asks what cell range you are
working with, be sure to select “Entire
Workbook™

You are ready for Step 6!
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Under the “Mailings” menu toolbar, find and click

eview Results | Finish

Step 6 “Insert Merge Field”. Place your cursor in the area —
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o po '& Cht cUREI4 &ed\v FLHL" y
appear on the certificate. gy »
~ Before

Design lyo Design Layout References Mailings Review View Help
i e éFf " DBy VA A Ao =S T EE 2L T ambeer aaBbol AaBbC AaBbce AdE - | F'":IM;
'R('g'\;i"lr:lhsl L O e el [y [ che ;:";:5: A2 A | === & [ INommal 1NoSpac. Headingl Headng2  Title [3] | n .
M M erge Write & Insert Fields PreviewResuts | Fnish
Move this textbox to your desired area for the
CALIFORNIA Turn < ‘V CALIFORNIA

Ste 8 names on the certificate. Change the font,

p spacing and sizing as necessary. The way in
which you format this will be identical as to
how your names appear on the certificates.
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Part 2:- How to Create Example Screenshots

Your Certificates P o ZEL D
Repeat steps 6-38 for “Clinic/Org ey
Name” as well as “Date” and format, =~ |
Step O accordingly. This may require «olunteer Name «Volunteer_Name_»
moving around the spacing as well
as changing font sizes and text il | TG
orientation. ' —
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You can preview what the end result will look like
before the mail merge by selecting “Preview

Step 10 Results” under the Mailings menu toolbar. This will
be helpful for you to know whether you need to
change formatting issues before creating all the o6 Shinps
certificates at once.

You are now ready for your mail merge!



Part 2: How to Create Example Screenshots

Your Certificates
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select "Edit Individual Documents.”
(This step is recommended.)

Your certificates are being processed! Make any necessary edits after
they are done merging and you are done! These certificates will all be in
one Word document. If you wish to split your certificates for individual
distribution, please see optional Part 3.



Part 3: Splitting Your Individual Certificates
Optional!
In order to complete this step, we
Step 1 recommend converting your Word

document to a PDF. This allows for NOTE: You may have to sign in
more options with formatting. with a Google Account but you do
not have to own a paid version of
Step 7  Todo this under “File” select “Save As” and Adobe Acrobat. Follow the
change the format to PDF instructions. You will be able to

split up to 20 files at one time.

If you already have a full version of Adobe Acrobat you can split your files within that
system.

Step 3

If you do not have a full version of Adobe Acrobat , you can split your files using this free
service: https://tinyurl.com/SplitFiles. See above for additional information.



The process is complete!

Congratulations on creating
vour Volunteer Certificates!




